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Item
No. Description Retention

+

Senior Employment & Training

Arranged alphabetically
These files contain information relating to 135
seniors eligible to participate in the federal JTPA
program.

The following are included:
Application forms, Participant Activity/
Support form, Termination/Placement form on
each of 135 seniors trained each year. Also,
a folder on each of 6-6 grantees funded each
year containging proposals, N.G.A.'s and
correspondenc.

Senior Employment & Training

Arranged alphabetically
These files contain information relating to 235
seniors employed by the Agency.

The following are included:
Client Intake Forms, Time sheets, Insurance
forms, correspondence and termination forms.

Senior Information & Assistance

Arranged alphabetically
These files contain information on 19 Area Agencies
on Aging's operations in the administration of the
program.

The following are included:
Monitoring Reports, Quarterly Program Reports
Gatekeeper Materials & Reports, and
Information Resource files

-Continuation-

Retain for 3 years,
destroy.

then

Retain for three years, then
destroy.

Retain for three years, then
destroy.

Schedule Approved by Department, Agency
or Division Representative
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Item
Description Retention

Pre-Retirement Education

Arranged chronologically
These files contain information relative to pre-
retirement seminars provided for persons who are
preparing for retirement.

The following are included:
Registration forms for attendance of pre-
retirement series and clerical documentation
of arrangements for speakers. Data for
budget book on participation and evaluation.

Senior Olympics

Retain for 1 year, then
destroy

¥

These files contain information relative to the
Maryland Senior Olympics Registration. The purpose
is to document participation, to register
competitors and to verify proof of age eligibility.

The following are included:
Annual registration for participation in the
Maryland Senior Olympics, which consists of
an 8 1/2" X 11" registration form and a copy
a birth certificate as proof of age.

Retain for 3 years

XXXXXXXXXXX LAST ITEM XXXXXXXXXXXX

¥ v



If<STRUCTIQNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES.
WITH RECORDS RETENTION

S80-I)

T DEPARTMENT/AGENCY

Maryland Office on Agina

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20794

2. DIVISION

^Nutr-ition^_& Coiflninni.fr1y "Services

AGENCY RECORDS INVENTORY

S. UNIT

Senior TnfornwHnn k ft»;<!i gfarrp

DEFINITION•RECORD SERIES A GROUP OF RKLATSD (ACCORDS NORMALLY PI LCD AND USKD AS A UNIT FOR
WlFtmmCl AS «KU. AS RETENTION AND DISPOSITION WIIIMgEl •_

4. RECORD SERIES TITLE

• Senior Information and Assistance Files'

5. EARLIEST YEAR/LATEST YEAR

\QR7 T O iqgn

• . RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE
•IN THE SERIES.

TKK TYPES OP INPORMATION/DOCUMENTS/PORMS POUND
INCLUDE TKK PURPOSE OR FUNCTION OP THE HiriM]

These files contain information on 19 Area Agencies on Aging operations in the administration
of the program. _^-

7. RECORD SERIES FORMAT(S)

O LJ.I'IfcJHt SIZEj O MICROFILM

l^D LEGAL SIZE^ D COMFUTER TAPE

^ ^ BOUND BOOK O FLOPPY DISK

D AUDIO TAPE Q VIDEO TAPE

O OTHER{SPECIFY)

8 . RECORD SERIES SEQUENCE

• ALPHABETICAL!

• NUMERICAL

O CHRONOLOGICAL.

a GEOGRAPHICAL!

D OTHER(SPECIFY)

9 . VOLUME
O FILE DRAWER(6}^
• MICROFILM REEL(S)
Q COMPUTER TAPE(S)

H U M B B* D OTKER(SPECIFY)

10 . ANNUAL ACCUMULATION
• FILE~DRAWER(s!

3 a MICROFILM REEL(S)
KTOSWT0 COMPUTER TAPE(S)

• D efTHFP(RPFrlPV)

I t . FILE IS USED

• DAILYj • WEEKLY D MONTHLY

'*• FILE BECOMES INACTIVE AFTER
• MONTH(S) a YEAR(S9

| 13. CURRENT LOCATION(S) ( BLDG. .FLOOR,ROOM)

i 301 West Preston Street, Room 1004

14. IS RECORD SERIES DUPLICATED ELSEWHEREt
t i p r e s , sprc ipy /.OEKCY OR OPPICE)
• YES D NO 4

18 . ACCESS RESTRICTIONS • YES • NO£
( IP W S , CITK LA*(s) * RKOULATION(S)

1 6 . AUDIT REQUIREMENTS

O NONE 4 ° STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( IP VES,EXPLAtN
kRIIFLY AKD DKSCRIBK ANY KARDSARc/SOPTWARK)

O YES O NO %

IS. RECOMMENDED RETENTION

Retain for three year's",' then" 'de'strdyv

19. NAME AND TITLE OF PREPARER

Helene S. Se

2 0 . TELEPHONE NUMBER

225-1095

2 I . DATE

May IS 1QQQ

• '• , v >

DCS 330-4 (REVISED 2 / 8 7 )



INSTRUCT 1 QMS - • TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION BCHFDULB

• BO-I )

t. DCPARTMENT/ACENCY

Maryland Office on Aging

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7B WATERLOO ROAD
P . O . BOX Z7I

JESSUP. MARYLAND 2 0 7 1 4

Z. DIVISION

AGENCY RECORDS INVENTORY

PACE OF

1 . UNIT

Senior Erolovent & Training

DET IN IT I ON •RECORD SERIES A OROUP OP RSLA
REFERENCE AS I E U .

,TEO RECORDS NORMALLY Ft LCD AND USED AS A UNIT FOR
AS RETENTION AND P l t p e i l T . e w »ti»»a«g«

4 . RECORD SERIES TITLE

Senior Aides Program Files

5 . EARLIEST YEAR/LATEST YEAR

I^Sfi TO iqqn

I « . RECORD SERIES DESCRIPTION ( BRIEFLY DESCRIBE:
•IN .*HE SERIES.

THE TYPES Or INFORMATION/DOCUHENTS/FORHS FOUND
INCLUDE THE PURPOSE OR FUNCTION Or TMK M P 1 i ! | |

These files contain information relative to each Senior Aides' employment with the

agency

7 . RECORD SERIES FORMAT(S)

D LETTER SIZE; ° MICROFILM

^ D LEGAL SIZE • COHFUTJUt JTAPE/j

^ P B O U N D BOOK D irEoppYDlSKf

O AUDIO TAPE ° VIDEO TAPE

a OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

• ALPHABETICAL?,?

D NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

9 . VOLUME

a rJCf^JRAWERTsp^
• MICROFILM REEL(s;

8 O COMPUTER TAPE(S)
N U M B " 0 OTHERJSPECIFY)

1 0 . Ar««UAL ACCUMULATION

O FILE DRA«ER(S)fj
2 D MICROFILM REEL(S)

KTaaBBR-Q COMPUTER TAPE(S)
• D tmgP(«!PrrigY)

II . FILE IS USED

Q DAILY! # O WEEKLY 0 MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

1 3 . CURRENT LOCATION(S) ( BLDG. .FLOOR,ROOM)

1
301 West Pro^ton Street, Room 1004

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
t l F YCS, SPCCirY AOEKCY OR OFFICE)

a YES a BE§3

I S . ACCESS RESTRICTIONS • Yj|SJ | O NO
( IF YCS, CITE U l l l l J & REauLATION(s)

Department of T^hnr Rpgiiiatinne;

16. AUDIT REQUIREMENTS

• NONE aSSSttmo O INDEPENDeNT

17. IS AN INDEX SYSTEM USEDT ( %r VES.EXPLAIN

BRIEFLY AND DESCRIBE ANY MARDSAREVSOFTWARE)

NO

It. RECOMMENDED RETENTION

Retain for three years, then destroy.

tt. NAfcC AND TITLE OF PREPARER

Beatrice Kendall

2 0 . TELEPHONE NUMBER

225-1095

2 I . DATE

Mav 16. 1990

D C S 3 3 0 - 4 ( R E V I S E D 2 / 8 7 )



INSTRUCTIQNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 580-1 )

PARTMENT/AGENCY

Maryland Office on Aging

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

2. DIVISION

Nutrition R, Community .qprvirps

AGENCY RECORDS INVENTORY

3. UNIT

Senior Employment & Training

DEFINITION-RECORD SER1ES-A OROUP Or RILATBD RECORDS NORMALLY PI LAD AND USED AS A UNIT FOR
REFERENCE AS »ELL AM RETENTION AND DISPOSITION PURPOSEg •__

4. RECORD SERIES TITLE

Job Training Partnership Act Program Files,

S. EARLIEST YEAR/LATEST YEAR

Iflflfi T O 199Q

0. RECORD SERIES DESCRIPTION (BRIKrUT DESCRIBE THE TYPES Or INFORMATION/DOCUMBNTS/PORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES J

These files contain information pertaining to 135 seniors eligible to participate
in the federal JTPA program.

7. RECORD SERIES FORMAT(S)

O LETTER JSIZEjO MICROFILM

° LEGAL SIZE • COMPUTER TAPE

BOOK • FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL #

a NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

° OTHER(SPECIFY)

II . FILE IS USED

O DAILY | O WEEKLY O MONTHLY

9. VOLUME

tr.NUMBER

° FILE DRAWER(S)|
° MICROFILM REEL(S]
D COMPUTER TAPE(S)
a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
O FILE DRAWER(S]|
O MICROFILM REEL(S)

NbllbTO D COMPUTER TAPE(S)

14-
1 2 . FILE BECOMES INACTIVE AFTER

nrmeW D MO"TH(S) D Y E A R t s »
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

301 West Preston Street, Room 1004

14. IS RECORD SERIES DUPLICATED ELSEWHERET
('IP YES, SPECIFY AOENCY OR OFFICE)
D YES D NO)

18. ACCESS RESTRICTIONS O YES^ • NO

( I r YES , C I TE LAWJ 8 ) & RKOULAT I ON ( S )

Department of Labor Regulations

16. AUDIT REQUIREMENTS

O NONE ° STATE | ° FEDERALj ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|r YES.E>^LAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

O YES) • NO

18. RECOMMENDED RETENTION

Retain for three years, then destroy.

'NAME AND TITLE OF PREPARER

Beatrice Kendall

DCS 550-4 (REVISED 2 / 8 7 )

2 0 . TELEPHONE NUMBER

225-1095

2 I . DATE

May 16, 1990



INSTRUCTIQMS•-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORKARD
WITH RECORDS RETENTION SCHEDUU
DCS tao-i)

DEPARTMENT Or GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7S7S WATERLOO ROAD
P.O. BOX 271

MARYLAND X07M

AGENCY RECORDS INVENTORY

PACE _i or 1

Z. DIVISION a. UNITDEPARTMENT/AGENCY

Maryland Office np Aginrj
j DEFINITION'RECORD SERIES-* O I I O U * o r " » ^ a 6 «*eoRO« NORMALLY n u n AND w n AS A OMIT row
' B1WMWCT AS 1 E U . AS RKTKKTIOM AMD DISPOSITION PUMXIggl

Nutrit ion & Ponnmnnify Sprvicai> Pre-Retirement

4. RECORD SERIES TITUS

'• Retirement Education

I . EARLIEST YEAR/LATEST YEAR
1987 TO iqqn

• . RECORD SERIES DESCRIPTION ( • " ' • * ' * • * " » « ' « rHK ***** OP INPeRUATION/DOCUMKMTS/PORMS POUND
•IN THE SERIES. INCLUDE TKK PURPOSE ON PONCTION OP TMK SERIES )

These files contain information ̂ relative to Pre-retirement seminars, series & clerical.

•

7. RECORD SERIES FORMAT(S)

O LETTER SIZE] ° MICROFILM

• LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK ° FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

B NUMERICAL

a CHRONOLOGICAL!

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

1
NUMBER

O FILE DRAVER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)
0 OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
0 FILE DRAWER!S)?

<jy4 • MICROFILM REEL(S)
huUbgK ° COMPUTER TAPE(S)

O fyrviFBIgPFriFYt

11. FILE IS USED

B DAILY • WEEKLY • MONTHLYT

I Z * FILE BECOMES INACTIVE AFTER

1 1 . CURRENT LOCATION(S) (BLDG. .FLOOR,ROOM)

301 West P r e s t o n Stj-A^t pm i nn/i

14. IS RECORD SERIES DUPLICATED ELSEWHERET
t i p v r s , S P E C I F Y /.acKCY OR o r r i c s )
a YES o Noi

I S . ACCESS RESTRICTIONS • YES3 • NO
( IP YKS, CITK LA*(S) * RK0U1_\TI0N( s)

CCNFIDENTIALITY. PRTVAPY &PT

I S . AUDIT REQUIREMENTS

Q NONE O STATES O FEDERAL ° 1NDEPENDENT

17. I S AN INDEX SYSTBtl USEDt ( | p YKS.EXPLAIN
BRIKPLY AKO DKSCRIBC AMY KARDSARs/SOPTHARJC)

a YESJ a NO

Department of Retirement computerized records
of this information

I * . RECOMENDED RETENTION

Retain for one year, then detroy

I t . NAfcC AND TITLE OF PREPARER

Joanne Keiser, Unit Manager

20. TELEPHONE NUMECR

yy^-Tnc>d

21. DATE

June 6. 1990

DCS SSO-4 (REVISED 2/S7)



IHSTRUCT I QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION 8OCDULJ

•

DCS SlO-f)

DEPARTMENT/AGENCY

Maryland Office on Aging

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X7S WATERLOO ROAD
P.O. BOX 271

MARYLAND XQ7I4

Z. DIVISION

AGENCY RECORDS INVENTORY

PACE 1 OF

S. UNIT

DEFINITION•RECORD IES

. .Nutr i t ion & Common̂ fy fi^r^irpgt> Senior Olympics^
A onetm OF RCLATS*} OKCQUDB NORMALLY FILKO AND USKO AS A U N I T FOR
RKFCRgMCT AM I P X AB RKTKNTtON AND DISPOSITION

4. RECORD SERIES TITLE

! Maryland Senior Olympics ReaistraHnn

I . EARLIEST YEAR/LATEST YEAR
19fi5 TO iqRQ

I
• . RECORD SERIES DESCRIPTION ( •RIKPLY DESCRIBE TKK TYPBS OP INPORUATtON/DOCUMKNTS/FORMS POUND

IN T+E SERIES. . INCLUDE THB PUM>OR OR FUNCTION OF THK BB*1ES)

These files contain information on participation in the Senior Olympics.

•

7. RECORD SERIES FORMAT(S)

D LETTER SIZE • MICROFILM

O LEGAL SIZE • CCMFUTER TAPE

BOUND BOOK • FLOPPY DISK

• AUDIO TAPE D VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL}

• NUMERICAL

• CHRONOLOGICAL

a GEOGRAPHICAL

n OTHERtSPECIFY}

I. VOLUME

Q FILE DRAWER(S)^
O MICROFILM REEL(S)

3 O COMPUTER TAPE(S)
H U M B B* 0 OTHER(SPECIFY)

10. AWIUAL ACCUMULATION

0 FILE DRAWER(S) '
. O MICROFILM REEL(S)

UVUVEk D COMPUTER TAPE(S)
• a rffvrp(sPfrirY)

| «»• FILE IS USED- f r o m A u g > _ N Q V I

. Q DAILY.5 a WEEKLY O MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

HUUBER
D MONTH(S) Q YEAR(S)

| IS. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOMJ
i

1 301 W. Preston Street, Room 1004

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
t l F YES, SPrCIFY AOEKCY OR OFFICE)
O YES D NO 3

I S . ACCESS RESTRICTIONS • YES D NO J
( I F Y K S , CITK L A V ( S ) A RKOULATION(B)

1 6 . AUDIT REQUIREMENTS

a NONE a STATE; O FEDERAL a INDEPENDENT

17. IS AN INDEX aiaiJ USEDT ( |p VKS.KXPLAIN
•RIBFL.Y AKO bBSCRIBK ANY MAROBARS/>OFTVARK)

o YES") O NO

Maryland Senior Olympics Commission, TLD main-
tains computerized list of participants

I*.
»• •* ̂.'si-rfw,. M ^ « .

RETENTION.. ..^^

Retain for three years, then destroy

t. NAME AND TITLE OF PREPARER

Joanne Deiser,•Manager
Nutrii-inn Pit-npc?

2 0 . TELEPHONE NUMBER

225-1095

2 1 . DATE

June 6, 1990

DCS 530-4 (REVISED Z/87)


